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FIGURE 2-A-2

RECORDS TRANSMITTAL AND RECEIPT, SF FORM 135

RECORDS TRANSMITTAL AND RECEIPT Cqmplete and send original anq tvyo copies of this form to the appropriate Federal Records Center for approval prior to PAGE OF
shipment of records. See specific instructions on reverse. 1 PAGES
1. TO (Complete the address for the records center serving your area as shown in 36 CFR 1228.150.) 5. FROM (Enter the name and complete mailing address of the office retiring records. The signed receipt of this form will be sent to
this address.)
Federal Records Center
2. AGENCY | TRANSFERRING AGENCY OFFICIAL (Signature and title) DATE
TRANSFER
AUTHOR-
IZATION
3. AGENCY | TRANSFERRING AGENCY LIAISON OFFICIAL (Name, office and telephone No.)
CONTACT
4. RECORDS |RECORDS RECEIVED BY (Signature and title) DATE
CENTER
RECEIPT
Fold Line
<
6. RECORDS DATA
ACCESSION NUMBER O COMPLETED BY RECORDS CENTER
VOLUME AGENCY SERIES DESCRIPTION x DISPOSAL AUTHORITY DISPOSAL
(cu. ft) BOX (With inclusive dates of records) ng (Schedule and DATE w . )
RG | FY | NUMBER NUMBERS = Item number) LOCATION oZ| ¥ (S
IT3| O z =32
waoa | O <O
(a (b) (© () (e) [Ul (9 (h) (i 0) (K () | (m
330 W

Standard Form 135 (Rev. 7-85) (EG)
Prescribed by NARA

36 CFR 1228-152
(PerFORM PRO)
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FIGURE 2-A-2

RECORDS TRANSMITTAL AND RECEIPT, SF FORM 135 (CONTINUED)

INSTRUCTION FOR COMPLETION OF STANDARD FORM 135

FOR COMPLETION BY THE TRANSFERRING AGENCY

Items 1, 2, 3 and 5 are self-explanatory. Specific instructions for item 6 are as
follows:

Col.

(a)

(b)
(c)

(d)

(e)

iz

(g)

Accession Number. A separate accession number is required for each
series of records listed on the form. A series consists of records havin
the same disposal authority and disposal date that are transferre
together to the records center. The accession number is entered in three
parts, consisting of:

The NARA record group number assigned to the records of the agency
making the transfer;

The last two digits of the current fiscal year; and

The four digit sequential number obtained in advance from the records
center. (Arrangements may be made with the center to have these
numbers assigned by the agency records officer or other official.)

Volume. Enter the volume in cubic feet of each series of records being
transferred.

A gen&y Box Numbers. Show the inclusive box numbers for each series of
records being transferred. The agency shall number each carton
sequentially as follows: 1 of 25, 2 of 25, 3 of 25, etc. (Each new series of
records should begin with carton number 1.) to facilitate control of the
records and future reference service, the agency also shall mark each
container with the assigned accession number prior to shipment.

Series Description. Describe the records insufficient detail to allow the
records center to check for proper application of the disposal schedule.
Inclusive dates of the records should be indicated. Show the
organizational component that created the records when it is other
than that shown in item 5.

Restriction. Enter one of the following codes to show a restriction on
use of the records. Restrictions other than (or in addition to) security
classifications, such as limiting access certain agency officials, are to
be specified by a statement in the Series Description cofumn .

#*U.S. Government Printing Office: 1990-262-081/20124

(h) Di

(i)

Code Restrictions

Q security classification

Top Secret security classification

Secret security classification

Confidential security classification

Restricted use--witnessed disposal not required
(specify in column (f))

Restricted use--witnessed disposal required
(specify in column (f))

N No restrictions

s ®WOVHO

aposal Authority. For each series of records, cite the agency schedule
and specific item number authorizing disposal. Cite the NARA
disposal job and item number if it has not been incorporated into an
updated agency schedule.

Disposal Date. Applying the disposal authori?i reviously cited in
column (h), enter the month and year in which the records may be
destroyed.

FOR COMPLETION BY THE RECORDS CENTER

Item 4 is self-explanatory. Specific instructions for item 6 are as follows:

Col.
(G)

(k)

)

Location. The records center annotates the shelf location of the first
carton for each series of records.

Shelving Plan. The records center enters the appropriate code from
Chap. 7-10e, HB, Records Center Operations (NAR P 1864.1A), to
reflect the shelving system.

Container Tﬁlpe. The records center enters the appropriate code from
Chap. 7-10h, NAR P 1864.1A, to reflect the type of container in
which the records are retired.

(m) Automatic Disposal. The records center enters either Y (yes) to indicate

automatic disposal applies or N (no) indicating that the agency wishes
to receive disposal concurrence notice prior to destruction of the
records. Automatic disposal is applied only when previously agreed
upon by the agency.

Use Standard From 135-A, Records Transmittal and Receipt Continuation,
when additional space is required for listing records data.

Standard Form 135 Back (Rev. 7-85)
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FIGURE 2-A-3 RECORDS TRANSMITTAL AND RECEIPT (CONTINUATION), SF FORM 135A

RECORDS This form is to continue listing of Records |TRANSFERRING AGENCY’S NAME DATE PAGE OF
TRANSMITTAL Data when space on SF 135 is not
AND RECEIPt adequate. Instructions for completion of SF
(Continuation) 135 apply. PAGES
ACCESSION NUMBER &} COMPLETED BY RECORDS CENTER
VOLUME | AGENCY SERIES DESCRIPTION o= DISPOSAL AUTHORITY DISPOSAL
(cu. ft) BOX (With inclusive dates of records) @ g (Schedule and DATE w . .
RG | FY | NUMBER NUMBERS = Item number) LOCATION DZ|z¥ |8y
&z |3¢ |28
(@) (b) (c) (d) () [Ul (9 (h) U 0) (k) () | (m
NSN 7540-00-823-7952 STANDARD FORM 135-A (Rev. 7-85)
Previous edition usable Prescribed by NARA

36 CFR 1228-152

SRINDIH

YV NNAN3IAQAY ‘g d3LdVHD
2002 ‘L 1snony ‘N-1S°0109 TVNNVIAI SNOILVIIdO JIVIIAL




291'82¢l 40 9¢

NOILVHLSININAY SA4003d

ANV SIAIHOHY TYNOILVYN

(£8-2 'AoY) L1 INHOL TVNOILDO

379vSn NOILIa3 SNOIAIHd

801L-110S
€219-289-00-0¥SZ NSN

31va

JHNIVNOIS

O

I19jua) sp10daY By} A pexoayd usaq

sey bl 03 3400|q BUYI JI KINO ‘©r0qe pajs| (s)wey aly
10} ‘w0 Siy} uinjas pue ajep ‘ubis ases|d Jelsenbay

9pod
diZ pue
‘oU Wool
‘buipjing
‘ssaippe

108418
apnjouy)

AON3LV 40
Ss3yaav
ANV 3INVN

SAH0J3Y 40 1di303d

31va

w._.u_j 'ON INOHJ3T13L

H3.1S3N03YH 40 INVYN

AON3IOV ONILSIND3YH A9 A3L3TdINOD 39 OL-lll NOILO3S

SIVILINI a3adiNoad
SHIHOHVIS ANIL F0INH3S Alva

:(evep pue Aousbe ‘sweN) OL 1NO AIDHVHO AISNOIATHd SAHODIH D

(paytoads (s)Jaurejuod
ul punoy pJed abieyd Jou uonew.opul ‘(s)piodal JaynaN) ONISSIN D

a31s3anoad
SAHOO3Y A4ILNIAI OL A3HINOIY NOILYIWHOSNI TYNOILIAay D
MO3IHOTY ISVI1d-NOILYOO0T HILNIO HNOHM D
MOIHOTY ISVIATd-HIGINNN XOd DNOHM D
MOIHOTH ISVIATd-HIGWNN NOISSTOOV HNOHM D
d3A0H1S3A SAH003d D AQOLSND "31NIO NI LON SAH003H D

SMHVINTH
H31N3O SAHO0D3H A9 SN HOL-Il NOILDO3AS
(Apoads) M3IATY (8)ay003d 40 NVO'T IYMYHAHLIM Say0o3y

"3HIO D

O

AHVHOdANIL D LN3INVINH3Ad D

40 AdOD HSINHNA

JOIAd3S 40 34N

SHHVYIN3Y

(epn pue Jaquinu a|y apnjoul) H3Q104 D

xog D

@d3.S3N03H NOILYWHOALNI HO (S)a4003d 40 NOILdIHOS3a

40

H38NNN NOILYOO1 H31N30 Sa4003y

H3IFGNNN XO9 AONIOV

‘'ON NOISS300V

AJONIDY DNILSINDIH A9 A3137dINOI 39 OL-I NOILO3S

"1sanbau yoea 10} w.oj ajesedas e asM :31ON

H31N3D SQH0I3Y TvH3A34-1S3IND3IH FJONIHI43H

L L WIO4 4O J3INID SAYI0DIY 1vIIAS - 1SINDIY IONIIIATY

V-V-¢ 1NSl4

SRINSIS

V ANNAN3IAAY *

Z ¥3ldvHD

200z ‘L 1snonV ‘IN-1S°01L09 TVANVIA SNOILVIIHO FYVIIAL



HTA
5l
gL |} El B G
gl >
2L i wL L bE 2 S .
Jake pugz 1afeyis)

{UbiH .o - wnwixew) 1oke] yorn sjeuIsyY
Splooey InoA Buiznajeg

(ssone 1)
UOISS800Y JO X0g Uorg

U0 JAQUINN SARNOOSUO.)

.  (sseN97,1)
X0g AJOAT UO
JaQUINN LOoISS8o0Y

pu3 pajde)s —m

uopen
T 100401qn)

O"d PIEpUElg

S1ITIVd NQ $3IXO0g 10 ININIONVIY G-V-¢ 1NSI4

SRINSDIH
V WNANIAAY ‘g dALdVHD
200z ‘L 1snonV ‘IN-1S°01L09 TVANVIAl SNOILVIIHO FYVIIAL



	Chapter 2
	Addendum A

	Figures
	Figure 2-A-1 Marking And Packing Instructions
	Figure 2-A-2 Records Transmittal And Receipt, SF Form 135�
	Figure 2-A-3 Records Transmittal And Receipt (Continuation), SF Form 135A�
	Figure 2-A-4 Reference Request - Federal Records Center, OF Form 11�
	Figure 2-A-5 Arrangement Of Boxes On Pallets�


